APPROVED 10/23/03 State of Texas Page 1 12/18/03
Records Retention Schedule
Automated Facsimile of SLR-105 ___ ORIGINAL SUBMISSION
2. AGENCY CODE: 501 3. AGENCY: TEXAS DEPARTMENT OF HEALTH — RECERTIFICATION
REPLACEMENT PAGE
4. Records Series 5. Agency o 7. RETENTION PERIOD 8. 9. 11. —
Item # Item # 6. Records Series Title Agency Storage  Total Sec  Arch Vital 12. Remarks ___ ADDENDUM PAGE
502 - BUREAU OF HIV/STD PREVENTION
737 AIDS REPORTING SYSTEM - DATABASE AV AV c X
747 HIV INFECTIONS - DATABASE AV AV c X
750 ADULT SPECTRUM OF DISEASE - DATABASE ACH? ACH? c X AC=END OF SURVEY
760 PEDIATRIC SPECTRUM OF DISEASE - DATABASE AC+7 ACH? c X AC=END OF SURVEY
763 SYPHILIS REGISTRY-DATABASE AV AV c X
765 CONGENITAL SYPHILIS - DATABASE AV AV c X
766 STD MORBIDITY REPORTS - DATABASE AC+5 AC+5 c X AC=DEATH OF PATIENT
769 HIV REPORTS - DATABASE AV AV c X
770 SURVEY OF CHILDBEARING WOMEN-DATABASE  AC+5 AC+5 c X AC=END OF SURVEY
772 HIV FAMILY OF SURVEYS - DATABASE AC+5 AC+5 c X AC=END OF SURVEY
773 HIV/STD MEDICATION PROGRAM - DATABASE AV AV c X
774 HIV COUNSELING AND TESTING SITES - ACH? ACH? c X AC=END OF SURVEY
DATABASE
775 UNIFORM REPORTING SYSTEM-DATABASE AC+5 AC+5 c X AC=DEATH OF PATIENT
928 GRANT APPLICATIONS - DENIED AC 1 AC+L 98-501-236
1198 HIV MEDICATION PROGRAM-MEDICATION AC 5 AC+5 c X AC=TERMINATION OF EMPLOYMENT/00-501-296
ORDER BATCHES-TERMINATION
DOCUMENTATION
3047 PCPE DATABASE PM PM o PAPER, ELECTRONIC; PCPE PAPER DATA FORMS
ARE SCANNED OR MANUALLY ENTERED INTO THE
DATABASE, RETAINED FOR SIX ADDITIONAL
MONTHS AND ARE THEN DESTROYED.
11 3040 HIV/STD PUBLIC SERVICE ANNOUNCEMENTS AV AV o VIDEO, ELECTRONIC
11 3046 CONTINUING EDUCATION DOCUMENTATION FE+5 FE+5 o

RETENTION CODES (Field 7)

* - All Audit Requirements
Will Be Met

AC - After Closed, Terminated,
Completed, Expired, Settled
AV - As Long As Administratively

Valuable

CE - Calendar Year End
FE - Fiscal Year End
LA - Life of Asset

MO - Months

PM - Permanent

US - Until Superseded

P - Paper

M - Microfilm

C - Computer Print-Out

E - Electronic

O - Other (Specify in Field 12)

MEDIUM CODES (Field 10)

ARCHIVAL CODES (Field 9)

A - Transfer to State
| - Retain in Agency
R - Review by State
O - Other (Specify in Field 12)

SECURITY CODES (Field 8) VITAL CODES (Field 11)

O - Open Record
C- Confidential

Indicate with an X



APPROVED 10/23/03 State of Texas Page 2 12/18/03

Records Retention Schedule

Automated Facsimile of SLR-105 ___ ORIGINAL SUBMISSION
2. AGENCY CODE: 501 3. AGENCY: TEXAS DEPARTMENT OF HEALTH ___ RECERTIFICATION
7. RETENTION PERIOD 8. 9. 10. 11. — REPLACEMENT PAGE

4. Records Series 5. Agency ) .
ltem # Item # 6. Records Series Title Agency Storage  Total Sec Arch Med Vital  12. Remarks — ADDENDUM PAGE

502 - BUREAU OF HIV/STD PREVENTION

11 3360 HIV MEDICATION PROGRAM-HIV MEDICATION AC+2 AC+2 C P X AC=DEATH OF CLIENT OR INACTIVE FOR 180
APPLICATIONS CONSECUTIVE DAYS
11 4490 HUMAN IMMUNODEFICIENCY VIRUS AC+1 AC+1 C P AC=AFTER TEST DATE OR AFTER LAST DATE OF
(ANONYMOUS TESTING) SERVICE; WHICHEVER COMES LATER, STORED IN
OFFICE.
11 4491 CONFIDENTIAL TESTING (RESULTS AC+5 AC+5 C P AC=DEATH OF THE PATIENT; STORED IN OFFICE
SEROPOSITIVE)
11 4492 CONFIDENTIAL TESTING (RESULTS AC+5 AC+5 C P AC=LAST DATE OF SERVICE OR PATIENT'S 21ST
SERONEGATIVE) BIRTHDAY, WHICHEVER COMES LATER. STORED IN
THE OFFICE.
11 5685 INFERTILITY PREVENTION PROJECT DATA CE 1 CE+1 C P 99-501-289
COLLECTION FORMS
1.1. 2573 STATE GRANT INFORMATION AC+3 AC+3 O P AC=COMPLETION OF GRANT
1.1.002 2536 AUDITS AC+3 AC+3 O P AC=PUBLICATION OR RELEASE OF FINAL AUDIT

FINDINGS. THE RECORD COPY OF ANY AUDIT
PERFORMED BY THE STATE AUDITOR'S OFFICE IS
RETAINED PERMANENTLY BY THE AGENCY.

1.1.002 3862 CONTRACT SITE VISIT REVIEWS AND AC+FE+3 3 AC+FE+6 O P 01-501-318; CONTRACTOR SITE VISIT REPORTS AND
CONTRACTOR MONITORING OTHER PERTINENT DOCUMENTATION RELATING TO

MONITORING OF CONTRACTORS; SUBJECT TO
AUDIT. CATEGORIZATION OF CONTRACTORS FOR
MONITORING PURPOSES IS BASED ON RISK
ASSESSMENT; THUS, UP TO SIX YEARS OF
RECORDS MAY BE NECESSARY TO ASSIGN A
CONTRACTOR TO A RISK CATEGORY.

1.1.004 2537 BIENNIAL BUDGET REQUESTS AC+6 AC+6 (¢] A P VITAL RECORD FOR (832)
1.1.006 1644 BUREAU ASSISTANCE TRACKING SYSTEM AC+2 AC+2 (¢] E AC=FINAL DISPOSITION OF COMPLAINT
DATABASE
1.1.006 2538 COMPLAINT FILES AC+2 AC+2 C P AC=INVESTIGATED AND CLOSED
1.1.007 2539 CORRESPONDENCE, ADMINISTRATIVE 3 3 (¢] R P X
RETENTION CODES (Field 7) MEDIUM CODES (Field 10) ARCHIVAL CODES (Field 9) SECURITY CODES (Field 8) VITAL CODES (Field 11)
* - All Audit Requirements CE - Calendar Year End P - Paper A - Transfer to State O - Open Record Indicate with an X
Will Be Met FE - Fiscal Year End M - Microfilm | - Retain in Agency C- Confidential
AC - After Closed, Terminated, LA - Life of Asset C - Computer Print-Out R - Review by State
Completed, Expired, Settled MO - Months E - Electronic O - Other (Specify in Field 12)
AV - As Long As Administratively PM - Permanent O - Other (Specify in Field 12)

Valuable US - Until Superseded
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___ RECERTIFICATION
__ REPLACEMENT PAGE
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Item # Item # 6. Records Series Title Agency Storage  Total Sec Arch  Med Vital 12. Remarks ___ ADDENDUM PAGE
502 - BUREAU OF HIV/STD PREVENTION

1.1.008 1650 GENERAL CORRESPONDENCE 1 1 o o PAPER, ELECTRONIC

1.1.013 3035 DESK CALENDARS/APPOINTMENT BOOKS CE+1 CE+1 o o PAPER, ELECTRONIC

1.1.014 2540 LEGAL OPINIONS AND ADVICE AV AV (o] R P

1.1.020 3054 OPEN RECORDS REQUESTS - APPROVED AC+1 AC+1 (o] P AC=REQUEST FULFILLED

1.1.021 3051 OPEN RECORDS REQUESTS - DENIED AC+2 AC+2 (o] P AC=DATE OF DENIAL OF REQUEST

1.1.023 2541 ORGANIZATION CHARTS us us (o] A P

1.1.024 2542 PLANNING RECORDS AC+3 AC+3 (o] R P

1.1.025 2546 RULES, POLICIES AND PROCEDURES US+3 US+3 (o] R P X RULES, POLICIES, AND PROCEDURES THAT
GOVERN AGENCY PROGRAMS, SERVICES OR
PROJECTS. INCLUDES MANUALS, GUIDELINES,
ADMINISTRATIVE RULES, OR SIMILAR RECORDS
DISTRIBUTED INTERNALLY OR EXTERNALLY.

1.1.026 3050 TEXAS REGISTER SUBMISSIONS AC+1 AC+1 (o] P

1.1.027 2543 PROPOSED LEGISLATION AV AV (o] P WILL BE RETAINED FE+3

1.1.038 3039 CUSTOMER SURVEYS AV AV (o] R P

1.1.040 3048 SPEECHES AND PAPERS 2 2 (o] R P

1.1.041 3041 EMPLOYEE SUGGESTIONS 1 1 (o] P

1.1.043 3038 TRAINING MATERIALS US+1 US+1 (o] P

1.1.055 3049 STRATEGIC PLANS AC+6 AC+6 (o] A P

1.1.057 1649 TRANSITORY INFORMATION AC AC (o] (o] PAPER, ELECTRONIC/AC=PURPOSE OF RECORD
HAS BEEN FULFILLED.

1.1.058 3848 MEETING AGENDAS AND MINUTES PM PM (o] A P INCLUDES MINUTES AND AGENDAS FROM THE HIV

RETENTION CODES (Field 7)

* - All Audit Requirements

Will Be Met

AC - After Closed, Terminated,
Completed, Expired, Settled
AV - As Long As Administratively

Valuable

CE - Calendar Year End
FE - Fiscal Year End
LA - Life of Asset

MO - Months

PM - Permanent

US - Until Superseded

MEDIUM CODES (Field 10)

P - Paper

M - Microfilm

C - Computer Print-Out

E - Electronic

O - Other (Specify in Field 12)

ARCHIVAL CODES (Field 9)

A - Transfer to State
| - Retain in Agency
R - Review by State
O - Other (Specify in Field 12)

SECURITY CODES (Field 8)

O - Open Record

MEDICATION ADVISORY COMMITTEE AND THE
HIV/AIDS INTERAGENCY COORDINATING COUNCIL.

VITAL CODES (Field 11)

Indicate with an X

C- Confidential
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Records Retention Schedule

Automated Facsimile of SLR-105 __ ORIGINAL SUBMISSION
2. AGENCY CODE: 501 3. AGENCY: TEXAS DEPARTMENT OF HEALTH — RECERTIFICATION
REPLACEMENT PAGE
4. Records Series 5. Agency o 7. RETENTION PERIOD 8. 9. 10. 1L —
Item # Item # 6. Records Series Title Agency Storage  Total Sec Arch  Med Vital 12. Remarks ___ ADDENDUM PAGE
502 - BUREAU OF HIV/STD PREVENTION
1.1.064 3034 PERFORMANCE MEASURES SUPPORTING FE+3 FE+3 (o] P X
DOCUMENTATION
1.1.065 544 DISEASE SURVEILLANCE-HIV CASE REPORTS AC+2 AC+2 C P X AC=DATE ELECTRONICALLY ENTERED INTO
USING UNIQUE IDENTIFIERS SURVEILLANCE SYSTEM; SHRED IN HOUSE.
1.1.065 572 ADULT SPECTRUM OF DISEASES (ASD) DATA AC+5 AC+5 C P X AC=PROJECT TERMINATION; SHRED IN HOUSE
COLLECTION FORMS
1.1.065 1152 PEDIATRIC SPECTRUM OF DISEASES (PSD) AC+5 AC+5 C P X AC=PROJECT TERMINATION; SHRED IN HOUSE
DATA COLLECTION FORMS
1.1.065 1163 MISCELLANEOUS PROGRAM EVALUATION DATA AV AV C P AV=DETERMINED BY PROGRAM
COLLECTION FORMS--REPORTS AND STUDIES
(NON-FISCAL) - RAW DATA
1.1.065 1646 DISEASE SURVEILLANCE-ACQUIRED AC+5 AC+5 C M X AC=DATE OF DEATH; SHRED IN HOUSE
IMMUNODEFICIENCY DISEASE (AIDS) CASE
REPORTS (CHILDREN ONLY)
1.1.065 1666 DISEASE SURVEILLANCE-ACQUIRED AC+2 AC+2 C M X AC=DATE ELECTRONICALLY ENTERED INTO
IMMUNODEFICIENCY DISEASE (AIDS) CASE SURVEILLANCE SYSTEM; SHRED IN HOUSE
REPORTS (ADULTS ONLY)
1.1.065 4488 DISEASE SURVEILLANCE-CONGENITAL SYPHILIS PM PM C P X REQUIRES PERMANENT RETENTION FOR MEDICAL
CASE REPORTS RESEARCH PURPOSES.
1.1.065 4489 DISEASE SURVEILLANCE-CHANCROID, AC+5 AC+5 C P X AC=DATE ELECTRONICALLY ENTERED INTO
CHLAMYDIA TRACHOMATIS INFECTION, SURVEILLANCE SYSTEM; SHRED IN HOUSE
GONORRHEA, AND SYPHILIS (NON-
CONGENITAL) CASE REPORTS
1.1.065 4493 DISEASE SURVEILLANCE-HUMAN AC+5 AC+5 C P X AC=DATE OF DEATH. SHRED IN HOUSE
IMMUNODEFICIENCY VIRUS (HIV) AND AIDS
CASE REPORTS (CHILDREN ONLY)
1.1.065 4494 DISEASE SURVEILLANCE-HUMAN AC+2 AC+2 C P X AC=DATE ELECTRONICALLY ENTERED INTO
IMMUNODEFICIENCY VIRUS (HIV) AND AIDS SURVEILLANCE SYSTEM; SHRED IN HOUSE
CASE REPORTS (ADULTS ONLY)
1.1.067 2544 REPORTS, CONSULTANTS AND COMMITTEES 3 3 O R P
RETENTION CODES (Field 7) MEDIUM CODES (Field 10) ARCHIVAL CODES (Field 9) SECURITY CODES (Field 8) VITAL CODES (Field 11)
*o- AII. Audit Requirements CE - Qalendar Year End P- Pa_per . A- Tran_sfgr to State O - Ope_n Repord Indicate with an X
Will Be Met FE - Fiscal Year End M - Microfilm | - Retain in Agency C- Confidential
AC - After Closed, Terminated, LA - Life of Asset C - Computer Print-Out R - Review by State
Completed, Expired, Settled MO - Months E - Electronic O - Other (Specify in Field 12)
AV - As Long As Administratively PM - Permanent O - Other (Specify in Field 12)

Valuable US - Until Superseded
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Records Retention Schedule
Automated Facsimile of SLR-105 ___ ORIGINAL SUBMISSION
2. AGENCY CODE: 501 3. AGENCY: TEXAS DEPARTMENT OF HEALTH — RECERTIFICATION
REPLACEMENT PAGE
4. Records Series 5. Agency o 7. RETENTION PERIOD 8. 9. 10. 1L —
Item # Item # 6. Records Series Title Agency Storage  Total Sec Arch  Med Vital 12. Remarks ___ ADDENDUM PAGE
502 - BUREAU OF HIV/STD PREVENTION
1.1.069 2545 REPORTS, EMPLOYEE 1 1 o P
2.1 42 Y2K PROBLEM SOLVING DOCUMENTATION 6 6 o o PAPER, ELECTRONIC
2.2.004 2551 COMPUTER JOB SCHEDULE AND REPORTS 3MOS. 3MOS. o P
2.2.012 2550 COMPUTER PRODUCED OUTPUT AV AV o c X
3.1.001 1648 APPLICATIONS FOR EMPLOYMENT -NOT HIRED ~ 2 2 o P MAY CONTAIN CONFIDENTIAL INFORMATION
3.1.012 2552 EMPLOYMENT OPPORTUNITY 2 2 o P
ANNOUNCEMENTS
3.1.014 2553 INTERVIEW AND SELECTION NOTES 2 2 o P X MAY CONTAIN SOME CONFIDENTIAL INFORMATION
3.1.019 2554 PERFORMANCE JOURNALS 2 2 o P MAY CONTAIN SOME CONFIDENTIAL INFORMATION
SUCH AS MEDICAL INFORMATION, SOCIAL SECURITY
NUMBER, OR OTHER DATA PROTECTED BY THE
PRIVACY DOCTRINE.
3.1.020 1647 PERSONNEL CORRECTIVE ACTION AC+5 AC+5 o P MAY CONTAIN CONFIDENTIAL INFORMATION.
DOCUMENTATION/PERFORMANCE ADVISEMENT AC=TERMINATION OF CORRECTIVE ACTION
FORMS
3.1.021 1164 PERSONNEL DISCIPLINARY ACTION AC 5 AC+5 o P X AC=TERMINATION OF EMPLOYMENT/00-501-294
DOCUMENTATION
3.1.022 2555 PERSONNEL INFORMATION OR ACTION FORMS 2 2 o P CONVENIENCE COPY
3.1.023 2556 POSITION/JOB DESCRIPTIONS US+4 US+4 o P X
3.2 2566 PAYROLL WARRANT LISTINGS 1 1 o P DATE, WARRANT NUMBER, & SIGNATURE OF
PERSONS RECEIVING WARRANT
3.2.002 2558 EMPLOYEE EARNING RECORDS 4 4 o P X
3.2.004 2559 INCOME ADJUSTMENT AUTHORIZATION 2 2 o P X CONVENIENCE COPY
3.3 2557 TRAINING SUPPORT DOCUMENTATION AC+2 AC+2 o o AC=COMPLETION OF CLASS. PAPER AND

RETENTION CODES (Field 7) MEDIUM CODES (Field 10)

CE - Calendar Year End
FE - Fiscal Year End
LA - Life of Asset

MO - Months

PM - Permanent

US - Until Superseded

* - All Audit Requirements
Will Be Met
AC - After Closed, Terminated,
Completed, Expired, Settled
AV - As Long As Administratively
Valuable

P - Paper

M - Microfilm

C - Computer Print-Out

E - Electronic

O - Other (Specify in Field 12)

A - Transfer to State
| - Retain in Agency
R - Review by State
O - Other (Specify in Field 12)

ARCHIVAL CODES (Field 9)

ELECTRONIC

SECURITY CODES (Field 8) VITAL CODES (Field 11)

O - Open Record
C- Confidential

Indicate with an X
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Records Retention Schedule

Automated Facsimile of SLR-105 ___ ORIGINAL SUBMISSION
2. AGENCY CODE: 501 3. AGENCY: TEXAS DEPARTMENT OF HEALTH ___ RECERTIFICATION
7. RETENTION PERIOD 8. 9. 10. 11. — REPLACEMENT PAGE

4. Records Series 5. Agency ) .
ltem # Item # 6. Records Series Title Agency Storage  Total Sec Arch Med Vital  12. Remarks — ADDENDUM PAGE

502 - BUREAU OF HIV/STD PREVENTION

3.3.020 2562 WORK SCHEDULE 1 1 (¢] P
3.3.023 2547 TRAVEL AUTHORIZATION REQUESTS FE+3 FE+3* (¢] P
3.3.026 2561 POSITION STAFFING REPORT US+3 US+3 (¢] P
3.4.004 4997 OVERTIME AUTHORIZATION 2 2 (¢] P
3.4.006 2563 TIME CARDS AND TIME SHEETS 4 4 (¢] (¢] PAPER, ELECTRONIC; 40 TAC815.106(i)
3.4.007 2564 TIME OFF AND/OR SICK LEAVE REQUESTS FE+3 FE+3* o (¢] PAPER, ELECTRONIC
4.1.001 1201 MEDICATION PROGRAM ACCOUNTS PAYABLE FE+6MOS. 2Y6MOS FE+3 o P 00-501-295
INFORMATION
4.3 1643 EXPENDITURE DATABASE FE+4 FE+4 o E
4.3.003 2567 EXPENDITURES FE+3 FE+3 (¢] P
4.4.001 2568 GENERAL LEDGER FE+3 FE+3 (¢] P X BUDGET CATEGORIES - CURRENT & COMPLETE
4.4.004 2569 EMPLOYEE SAVINGS BOND FE+3 FE+3 o P X
4.7.001 2570 ACCOUNTING POLICIES & PROCEDURES US+3 US+3 o P X
4.7.008 2571 FEDERAL GRANT INFORMATION AC+3 AC+3 o P X
5.1.001 2572 FEDERAL GRANT APPLICATIONS & CON- AC+4 AC+4 o P X
TRACTS
5.1.001 3032 CONTRACTS & AWARDED RFPS FOR AWARDED AC+1 3 AC+4 o P X 90-501-042.
CONTRACTS
5.1.001 3362 PHARMACY CONTRACTS OR AGREEMENTS AC+4 AC+4 o P X
5.2.009 2574 EQUIPMENT INVENTORY DETAIL REPORT FE+3 FE+3 o (¢] PAPER, ELECTRONIC
FORMS
5.2.011 2575 EQUIPMENT WARRANTIES AC+1 AC+1 o P
5.2.014 2576 INVENTORY, ANNUAL PHYSICAL FE+3 FE+3 (¢] P
RETENTION CODES (Field 7) MEDIUM CODES (Field 10) ARCHIVAL CODES (Field 9) SECURITY CODES (Field 8) VITAL CODES (Field 11)
* - All Audit Requirements CE - Calendar Year End P - Paper A - Transfer to State O - Open Record Indicate with an X
Will Be Met FE - Fiscal Year End M - Microfilm | - Retain in Agency C- Confidential
AC - After Closed, Terminated, LA - Life of Asset C - Computer Print-Out R - Review by State
Completed, Expired, Settled MO - Months E - Electronic O - Other (Specify in Field 12)
AV - As Long As Administratively PM - Permanent O - Other (Specify in Field 12)

Valuable US - Until Superseded



APPROVED 10/23/03 Stare of 1exas
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2. AGENCY CODE: 501

3. AGENCY: TEXAS DEPARTMENT OF HEALTH

Page 7 12/18/03

___ ORIGINAL SUBMISSION
___ RECERTIFICATION

REPLACEMENT PAGE
4. Records Series 5. Agency . _ 7. RETENTION PERIOD 8. 9. 10. 11. —
Item # Item # 6. Records Series Title Agency Storage  Total Sec Arch  Med Vital 12. Remarks ___ ADDENDUM PAGE
502 - BUREAU OF HIV/STD PREVENTION
5.2016 3037 PROPERTY TRANSFER SLIPS AC AC (¢] P
5.3 5311 PROCUREMENT CARD PURCHASES FE+4 FE+4 (¢] P
SUPPORTING DOCUMENTATION
5.3.007 3366 REQUESTS FOR PROPOSALS FE+3 FE+3 (¢] P IF CONTRACT AWARDED, RFPS ARE FILED WITH
CONTRACTS AND RETAINED AC+4
5.4.013 2548 DISASTER PREPAREDNESS AND RECOVERY us us (¢] P X
PLAN
5.5.002 2577 LONG DISTANCE TELEPHONE LOGS AV AV (¢] P AV=VERIFICATION OF BILLING PLUS ONE MONTH
RETENTION CODES (Field 7) MEDIUM CODES (Field 10) ARCHIVAL CODES (Field 9) SECURITY CODES (Field 8) VITAL CODES (Field 11)
*o- AII. Audit Requirements CE - Qalendar Year End P- Pa_per . A- Tran_sfgr to State O - Ope_n Repord Indicate with an X
Will Be Met FE - Fiscal Year End M - Microfilm | - Retain in Agency C- Confidential
AC - After Closed, Terminated, LA - Life of Asset C - Computer Print-Out R - Review by State
Completed, Expired, Settled MO - Months E - Electronic O - Other (Specify in Field 12)
AV - As Long As Administratively PM - Permanent O - Other (Specify in Field 12)
Valuable US - Until Superseded



